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Tobacco Region Revitalization Commission 

 

Applicant Portal – Grant Reporting 

 

Follow this link to the Applicant Portal 

 

Previous Users: 

 Enter e-mail address and password 

 If this is your first time access the NEW system, but you have a password for the old system, please 

enter your e-mail address and select the Forgot Password option. 

 The system will provide a popup window and request your e-mail address again – please provide and 

submit. 

 A temporary password will be sent to your e-mail address. 

 Once the temporary password has been received go back to the login screen and use the provided 

password to access the portal. (if you cut/paste DO Not include the period at the end of the sentence) 

 The first screen will request a password re-set: the “Old password” is the one the system just sent you – 

“New Password” can be anything you choose with at least six (6) characters. 

New Users: 

 If your organization used the Commission's prior online application system, but you are a new user, 

please request a login from your organization's contact or request a login from us 

at info@tic.virginia.gov  

 

Once you have accessed the portal – you will see the following screen: 

 

 
  

https://vtc.smartsimple.com/s_Login.jsp
mailto:info@tic.virginia.gov
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The second section titled Grant Reports Due provides a quick view of all open reporting with the corresponding 

Scheduled/Due Date.  Reporting that was previously submitted will not appear in this section.  The required fillable 

reporting form is now available as a download attached to each reporting requirement.   

If you would like to review the original application before you start the report, please select the appropriate grant 

number and then the Options tab in the upper left corner of the next screen. Select View Grant and the original grant 

will appear in its entirety.  Select the tabs in the middle of the page to view each individual section. 

 

 

 

Once you have reviewed the original application, click the HOME tab in the upper left corner and return to the original 

view. 
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Submitting a Report: 

 

Click on the Grant number under the Grants Reports Due section. 

Select Draft Report button 

 

The following screen will appear: 

 

 
 

Select Click Here to download the Reporting Form. 

A blank fillable form will be downloaded for you.  

Complete the form and save in a .pdf format. 
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Choose the Lookup button from the report submission screen. 

Select the Browse button from the pop-up box to locate the saved file. 

Once the saved file has been selected choose the Upload button, once the file has be completely uploaded select the 

Close button. 

 

Once you have been returned to the report submission page, please select the Submit Button to complete the process. 
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Once the report has been submitted the Status on the Homepage will change to Submitted – Under Review 

 

 
 

 If the report you are submitting is a Final Report please attach a copy to the final voucher request and forward to your 

respective grants administrator. 


